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The Voucher Management System

Welcome to the
Voucher Management System (VMS)!

This web-based tool is used to manage the
referrals and vouchers issued to Access to
Recovery Drug Court Clients for treatment and
recovery support services.

Within the course of providing services to Drug
Court Clients, information flows through several
AREAS. Each AREA has responsibilities in VMS
to ensure that the information flows GOOD.

The five sections in this manual focus on the steps
in VMS specific to the responsibilities of the Drug
Court Case Managers.

If you ever have questions on how to maneuver

through the VMS system, please feel free to
contact Pima Prevention Partnership at:

azatrhelp@thepartnership.us

1-866-476-5777

Help is available Monday through Friday, 8:00 am
to 5:00 pm. We will make every attempt to
respond within one business day.

Section One: Getting Started
In this section you will:

e Find out where to go on the internet to access the VMS system
and learn about your password.
e Become familiar with the components on the VMS home page.

Section Two: Client Intake

In this section you will learn how to:

o Create a client profile and enter client intake information.
e Enter a client GPRA.
o Confirm client consent for release of information to providers.

Section Three: Client Services Management

In this section you will learn how to:

o Refer clients to participating providers

e Issue vouchers to providers for client treatment or recovery
support services

e Look up client GPRA interview schedules.

e Close a client record

Section Four: Claim Batches

In this section you will learn how to:

¢ Review the provider claim batches

e Accept or reject a provider claim batch
Section Five: VMS Reports

In this section you will learn how to:

e Locate the report templates available through VMS.
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Section One: Getting Started in VMS

v"  Before You Start

Before You Start...

The VMS website address is:
v’ Use Internet Explorer as your web browser.

The VMS does not work well with other web https://az.witsweb.org

browsers.

Each time you log into the VMS, you will enter a

v ,
Please note that the website address does User ID, Password, and PIN.

not include “www” at the beginning.

e  You will receive an email with your User
ID, Password, and PIN number to use
the first time you log into the system.

v’ “Maximize” your screen by clicking on the
icon in the top right corner.

v' Always remember to log out of the VMS . Once you log in, you can choose your

system. For security reasons, the system is own Password and PIN. These must be
deS|gned tO IOCk Out users W|th Open, at |east SiX (6) Characters |Ong and
inactive connections. — contain at least one number and one
Arjzona
A |
v Many of the screens allow you to D
e E—r

download the information into an
Excel spreadsheet. To download, look I
for the (Exporf) link and hold the .

CTRL]| button down until the = = \\
prompt to open the file appears. | |

% For help with the VMS system, email azatrhelp@thepartnership.us Arizona ATR Case Manager How To Guide 3
ver 1.3




Section One:

Getting Started in VMS
v" VMS Home Page Overview

/~ Arizona Training - Windows Internet Explorer
TOp g P

i} } £ | httpfaz-training . witsweb, orgfSystern, asp:x
Navigation

A .r.r-z ond User: Multanen, Megan
. 3 Loc: 1 Test Provider, admin
Bar Trarning Cliont:

{= Arizona Training - Windows Int

£ http:ffaz-training, witsweb, orgfSystem. aspx

- Arjziona ser: Multanen, Megan
Left Slde Traf"fng 3 est Provider, admin
= = Agency »

Navigation ..
ystem Administration -
My Settings

Menu

inS /

F— Main Screen

Cli=nt Lizt =

Sy=tem Administration k- conte“t Area

KMy Settings b

Reports

Schedule for:

6/18/2008 Reiresh Edit‘Add Schedule

<«
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Section One:

Getting Started in VMS

The Home Page is the first screen you will see
once the login has been accepted.

The Home Page has three main parts:

1. The Top Navigation Bar shows your name and
the agency to which you are affiliated. When
a client record is active, the client name will
also appear in the Top Navigation Bar.

2. The left Navigation Menu contains the primary
options you have within the VMS system.
This menu will be the starting point for many
of the procedures.

3. The Main Screen/Content Area on your Home
Page will show any announcements or
schedule information. The Main Screen also
shows the providers when a referral has been
made to them.

« As you navigate through the VMS, this
area will show agency, client, referral, or
other information based on your location
within the system. illustration

v The Home Page

Announcements:

VMS has a section for posting announcements, which can be
useful for notifying providers about upcoming events or
special dates.

To enter an announcement:

1.

In the Left Navigation Menu, click on Agency and then
Announcements. Click on the Add New Announcement
link to open the Announcements screen.

2. Complete the required fields, which are indicated by the

yellow highlight.

Summary

Details

Agancy| Pima Prevention Partnership e Priority
Start Date End Date

Created By Created Date

v’ The dates will set the time period for which the

announcement will appear on the Provider's Home Page.

v Any additional information regarding the announcement

can be entered into the Details box.
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Section Two: Client Intake

v'  Creating a Client Profile

v' Before entering a new client, always search the VMS to make sure the client is not already in the system

To search for a client: After verifying that the client is not already in the system,
create a new client profile:

1. Click on the Agency, and then the Client List link in the

Left-side Navigation Menu.
First Name Provider Clietd| |
2. Enter the client's name, and any other client information e cieni
you have, in the Client Search section. The system eners fagen fene - o
searches for client records based on these fields. The o0z @ -~ ucpu::E:

more information that is included, the more specific the
search results will be.

Driver's Licen sel | | A |

Has paper ﬂle

Client Search

Agency Pima County Orug Court

First Name |

|

= |
Client ID | |
|

|

3. On the same page where you performed the client
search, click on the Add Client link located on the
Client List header. A Client Profile screen will appear.

Treatment Staff | L4

Case Status | Al Clients v

Client List Eport)

4. Enter the client information. Any fields highlighted in
yellow are required; the VMS will not allow you to
continue until these are completed.

e You can also enter a partial name followed by a “*”

if you are not sure of the exact spelling. 5. If you would like to add additional client information, such

as alternate names, phone numbers, or other details,

e If you leave all of the fields blank, the search will bring click on the ~ Next " button

up a list of all the clients.
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Section Two: Client Intake

v'  Entering Client Intake Data

To begin, check that the appropriate client name The Start New Episode link will open the Intake Case
appears in the Top Navigation Bar. Information page.

If this is not the correct client, search for the client [totake Case mformation |

using the steps outlined on page 6. '"*ﬂkeF“"Wm@ =

Intake Staff| Calendine, Kay v| &2 Case Siatus| Open Active |
Creating a Client Intake: e = '“Cl:kdE::_m
1. Click on the Episode List link in the Left Navigation el Sontac S
Menu. Add Referral Contact Info
ATR Intake? Yes
2. Click on the Start New Episode link. Problem Area vl
A rfzona Date Clozed E__E-E-E_E-T # t

raming ) 3. Enter the appropriate information in the yellow
Home Page Episode List for Hand;} Start New Episode highlighted fields.
Agency # @
ClentLat ¥ Review v’ Although the Residence drop-down menu is not
ol highlighted in yellow, the client’s county of

[Episode L residence must also be entered.
Syztem Adminiztration b
ly Settings I 4. Click onthe = Save or  Finish ' hytton to complete
B the Client Intake.

The client's GPRA and Service Provider consent
information can now be entered by clicking on the links
in the Left Navigation Menu.
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Section Two:

Client Intake
v'  Entering a Client GPRA

Clients who screen Positive for the ATR Program will
need to have GPRA information recorded in the VMS
before referrals can be made or services provided.

Entering the Client GPRA:

1. Start by opening the Client Profile Activity List menu.

Click on the GPRA link to open the Interview Type
List.

Arizona
Lrajming

Add GPRA Intake

Home Page

Agency b

Client List ¥

Client Profile b

Activity List W
Intake

Encounters ke

Consent @

Referralz b
Payments
Epizode List
System Administration m-
Iy Settings b
Reports

2. Click on the Add GPRA Intake link to open a new
GPRA record.

If this is the client’s first GPRA, only the Add GPRA
Intake link will show. Later, there will be options to add
an exit GPRA and a 6-month GPRA.

3. Complete the appropriate fields in the GPRA record,

using the -~ next  button to move through each

section.

v’ The sections are also displayed in the Left
Navigation Menu. If the GPRA _

should need to be edited,

these links will give quick ac-

cess to the right  section.

The GPRA Interview record
will now be listed under the
Interview Type on the GPRA
page. To view the summary, or
to edit the GPRA at a later
time, return to the GPRA page
in the client’s Activity List, and
click on the Edit or Review
button.

@ < Service 4

Arizona
Trarning

Home Page
Agency
Client List W
Client Profile
Activity Lizt ¥
Intake
Encounterz
Conzent
GPRA W
[ v
Planned Services
Service 1
Service 2
Service 3

Demographics

B. Drug/Alcohol
C. Family & Living
0. Education/Emp
E. Criminal Justice
F. Problems & TX
\G. Social Connect
Summary
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Section Two: Client Intake

v'  Creating Client Consents

Before referral information can be released to a Service | 2. Click on the Consent link to open the Client Consent list,
Provider, the client must first consent to have that and then on the Add New Client Consent link to open the

information released. This is required for each Provider Client Disclosure Agreement Page.
to which the client will be referred.

3. The Disclosed to Agency, Purpose for Disclosure, Consent
Creating a Client Consent: Date, and verification of signed paper consent are required
fields.

Client Disclosure Agreement

1. If the Intake page has just been completed, the menu -

in the Left Navigation Bar will have a link to the e s et oot be resisetosee
consent page. If not, it can be accessed through the Drsciosed From Ageney:larose ceury g Court |
Client Profile Activity List menu. Dicisca 7o Agency var Syaiem Agercy = @
(Nﬂﬁ'zf,':f:ﬂ;::;?: :
) Cnnéent Date
Clie Htﬁ:fﬁft;:rc:t;rgez‘;%?‘fﬂmt:‘; t Expi u Discl Selecti
—e Q;:‘aiilsc:::IHeﬂlth Assessment : Dlscnarge(UD} o
Home Page Client Consent List Add New Client Consent Record Client Information (Profile} = DalESigned(DS} pays| ||=
Client Screening
Agency DENS AS| Assessment =[] otner evention) exgl  ||<
B 9/9/2008 Ei’iﬁ:ﬁiue @ [ermuet cone S — @
len: Froie & 91912003 ECaun Admeyon omemen ~ T T T T
Activity List ¥ 2192003 E oan Aano! brug Asssssmentl|
Intake /oI008 Comments| Other Dizclosures| f 5 3
Encounters | U |
GPRA
Sy v' The Entities with Disclosure Agreements menu will show
ayments
Episode List only the Service Providers with which the Drug Courts
System Administration = . . .
My Sedfings b have Disclosure Agreements and will automatically
Reports complete the Disclosed to Agency field when one is
chosen from this list.
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Section Two: Client Intake

v'  Creating Client Consents (cont)

4. In the Client Information Options box, choose the It is essential that the client’s consent is stored in both the VMS
information to be disclosed, then complete the and as a signed paper copy in the client’s file. Once the con-
Consent Expires Upon section. Click on the gray sent has been entered into VMS, the system can generate a
arrow to move the information into the Disclosure paper form for signature.

Selection. Information can be removed from this box

by clicking on the gray return arrow. Printing a Client Consent:

1. Once the Client Disclosure Agreement has been completed
and saved, click on the Print Report icon located on the right
side of the Top Navigation Bar.

5. Complete the Consent by clicking on the = save or
Finish = button.

Client Disclosure Agreement

Hote: Consented information may not be redisclosed.
Client Name: Handy, Fred

Client Disclosure Agreement

Client ID: M855878AHSST120 E=E ptb
Disclosed From Agency: Maricopa Ceunty Drug Court
Entities with Dizclosure| 3 |

Agresment:
Dizclosed To Agencyl Mon System Agency - |
Dizclozed To Enti‘tyl |

may not be re
Handy, Fred
MB8S90TEAHEST 120
Maricopa County Drug

{Mon System Agency)

Purpose for dlsclusure|

Conzent Date|91 22008

nnnnnnnnnnnnnnnnnn

i R Hommrees i B

Client Information Options Consent Expires Upon Digclosure Selection P p— =X

Admission o~ Discharge(UD} =D aysl:l Des. (?«C}n = —

Behavieral Health Assesament

Client Information (Profile} = Date Signed(DS) +Day5|:] =

DS 23/ Aesesment | [€] otmer evensor)  ——FI2 | |

DENS ASI Lite @ R — Dg CHie EEE> EEERD>

Dizcharge (cicy Expj @

Drug TestResultz \™F /| o« o= == e oo oo oo oo .

Eggg‘lj;‘if';g:fj‘g”mg | v To open the report, press and hold the Ctrl button until the

ECGCUG:ﬁ::::t:ﬂI - | Other Disclosures| @ | neW WindOW OpenS.

Cancel EEE> EED . . . .
2. Click on the Create Referral Using this Disclosure
Agreement link to be redirected to the Referral Screen.
Instructions for creating a referral are given in Section
Three, page 11.
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Section Three: Client Services

v'  Creating Client Referrals

Once the client record has been completed, the system

- [Glent Referralfor Handy, Frea |
is ready to accept referrals and vouchers, and you can Ee— EP—
begin referring clients to service providers. Agency Siored Consents| ¥
Facility Maricopa County DC Agency| Maricopa County Drug Court V|
. Staff Member Calending, Kay Facilty v
To create a client referral: Program | ATR : 2/29/2008 - vl Stafmember: v:
State Reporting \3> .
. . . . Category T Program | e |
1. Click on the Referrals link located in the client’s Reason | 5 stete Repenns
Activity List under Client Profile. romer| || Hon-system agency

l= Consent Verification Required? Non-System Modality

. . . . . Iz Conzent Verified? Non-System Specifier
/ The Cllent name dlsplayed In the Top NaVIQatlon Bar Continue Thiz Epizode of Care? ADDtDﬁtel:IUnde‘termined
indicates which client record is active. If this referral Comments Eonsents Granted
is for a different client, search for the appropriate cli- @
ent using the steps outlined on page 6. I |
Referral Status | Referral Created/Pending bl
n Referral Date [5/19/2008 |
A .l'.Z O.H a tJJEE" ;:':ﬂf:; Frojectsd End Date | | @
Tran nming Client: Handy, Fy Created Date 9/12/2008 5:12 PIM e D EE
Heme Page Client Referral List Add New Client Referral Record
Agenw, ] . ] . ] . ]
periay Review | Deiete Handy, Fred Referral Created/Pending 3. Enter the information for the required fields highlighted in
I kit LSt Y Review | Delete Handy, Fred Placed!A coepted ye||0W
Intake

Encounters b
Conzent @
GPRA

4. Enter any comments you would like the Provider to see
regarding this client referral.

Referrals
Wouchers . o
Payments 5. Click onthe « save or = Finish  button to complete the
Episode List referral.
2. Click on the Add New Client Referral Record.
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Section Three:

Client Services
v'  Creating a Service Voucher

Vouchers are connected to specific referrals, and the

client referral screen

can be issued. If necessary, search for the appropriate
client and go to the referral screen located in the Client

List Activity List.

To issue a voucher:

1. Click on Vouchers to open the Authorization List

Screen.

Arizona
Lraining

Loc 1o Gourt,
Client Referral for Handy, Fred

Home Page
Agency B - Referred By
Client List ¥ Agency Maricopa County Drug Court
. Facity Maricopa County DC
Client Profile b
) e Staff Member Calendine, Kay
FEL ]
Intake State Reporting
Encounters b o
Consent
_— e —
o Is Consen Verification Required?
eferraly
i Is Consen Verfied? ]
‘ouchers
Continue This Episode of Care? v
Payments
) Comments
Epizode List
System Adminiztration b
My Settings
Reports
Created Date $/19/2008 5:13 PM

must be open before a voucher

2. Click on Add New
Authorization Record.

3. Enter the required
information.

4. Click on Add Service. This
will open the Authorized
Services page.

Home Page Authorization List Add New Authorization Record
Agency b+
Clignt List ¥
Client Profile b
Activity List ¥
Intake
Encounters b
Conzent
GPRA
Referrals ¥

Payments

Epizode List

Authorization for Handy, Fred

Group Enrollment Status Pending

Plan ATR Cuntrad‘ 10 TP123456 - TP10 Contract v‘
Authorization # 189 Date Approved

®

End Date |12/3/2008

Comments

Updated Date S/9/2008 10:27 PI

Updated By Calending, Kay

@

Add Service

Authorized Services List

5. Choose the service associated to this voucher from
the drop-down menu and the number of Authorized
Units.

Authorized Services for Handy, Fred

‘ Group Standard Outpatient Treatment Services v |

®

Service

Authorization # 169

# Authorized Unts

Unit Description 1 unit =per hour

v" The service drop-down menu will show only the
services available from the specified provider.

6. Click on the Save button to finalize the voucher.

v To add a second voucher to this referral, return to
the Authorization List and click on the Add New
Authorization Record link.
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Section Three: Client Services
v"  GPRA Due Dates

The VMS has the ability to generate a list
of GPRA interview due dates for active
clients.

A I'fZ ond ser:  Calending, Kay
. . . L. Maricopa County Drug Court, Maricopa County DC
To generate the GPRA interview list: Jrainin g Client: Bracken, David | M359503RBO56120 | Case #: 1
1. Under the Agency link in the Left Home Page GPRA Follow-up Interview Due Search
Navigation Menu, are links entitled mm Agency | Marcapa County Drg Court ¥ Cent [ ]
Sgllz@u[:)ls[();gzrge Due and GPRA GPRA Discharge Dus | il Grra Discharge Due Search
Facity List hgcy |AOC v| et [ |
This link will open a search screen where Staff List b H intake nterview date ] LsthcivtyDale [ |
the list can be filtered by Intake Interview ;F;"”:ﬂﬂe Tear
iling ——

Date or Agency e | GPRA Discharge Due List (Ewort

2. Click onthe  ©°2  button to run the search.
When the search is complete, a list of clients
will show in the GPRA Follow-up/Discharge
Due List.

3. The Action column contains a link directly to
the client’s profile page.
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Section Three: Client Services

v"  Closing a Client Record

When a client has been discharged from the ATR
Program, it is necessary to close the client record
in the VMS system as well. AriZona User: Calendine, Ky

. - Loc:  Maricapa County Drug Court, Maricapa County DC
Traimin (1) Client: Handy, Fred | MBOO978AH007120 | Case #: 1

¥’ Please refer to the ATR Policies and
Procedures for an explanation of Agency b Intake Faciity| Maricopa County DC v Case#1
Client Lizt ¥ - - B
Circumstances Under Wthh a Cllent W|" be e Intake Staff| Calending, Kay vh@ Casestatus| Open Active v|
. Activy List ¥, iniial Contact| By Appointment v|  ntelContectDate] |
d'SCharged from the program- 1'2 Residence| Maricopa W IntakeDate
Encounters b
. . , Conzent
To begin, open the client’'s VMS record by GPRA Referral Contac] v
searching for the client using the steps outlined on ereras £dd Referral Contacl nfe
Payments ATR Intake? ez
page 0. Episode List
System Administration b Problem Area v |
. . . . . Iy Settingz
1. Click on the Activity List link @
2. Click on the Intake link DateCosed| | Saved Closethe Case Cancel ERe> FmE
3. Enter the desired date in the “Date Closed”
field and click the Save & Close the Case
link
_ v Once a client record is closed, it cannot be edited
4. Click on the © Finish ~ button to complete the . .
action or viewed. A new record will need to created for
' clients re-entering the ATR Program.
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Section Four:

Claim Batches

The final action needed from the Drug Court Case
Managers in the VMS is to review the Provider claim
batches. This requires the Case Manager to be logged
in under the generic GOCYF login password and PIN.

To review a Provider Claim Batch:

1. From the Agency link in the Left Side Navigation
Menu, click on Payor Adjudication and then on
Claim Submission.

2. Search for claim submissions using the search
screen.

v' The Processing Status field has three options:

Awaiting Review: Need to be reviewed.

Queued: Provider has submitted claim, but the
pre-adjudication rules process have not run.

Accepted: The claim batch has been reviewed
and accepted. This status releases the claim
and it is adjudicated and paid.

Rejected: The claim batch has been reviewed
and rejected. This status returns the claims to
the Provider for correction.

v"  Reviewing Claim Batch

Arizona

User: Calendine, Kay August 2008

a A Loc:  AOC, ADC
iranning Client: —
Home Page Provider Claim Submission Search
REEIETY Contract |
Agency List
GPRA Dischargs Due Provider Agency |
GFRA Followup Due Processing Status |Awa'rting Review
Facility List b
Staff List »
Staff Uzage - - S =
- Provider Claim Submission List
Billing
Contract Management b
Pavor Adiudication ¥ TP3 Contract Awatting Review
)| TP2 Contract Awaiting Review 0 Profile
Adjudication Batch List 29 TP3 Contract Awaiting Review 0| Profile
Payor Claim History 28 TP& Contract waltting Review 0/ Profile

3. In the Actions column, click on the Profile link for the
Provider claims being reviewed.

This will bring up the Provider Claim Submission Profile.
Here you can see a summary of the results from the
pre-adjudication process.
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Section Four:

Claim Batches
v"  Reviewing Claim Batch

v' The Export Service List link in the Administrative
Actions box will give more details on the claim if
you want to see more.

4. Click on the Accept or Reject link to continue the
review process.

v" If the claim is accepted, an email will be
generated to the Provider letting them know this.
If it is rejected, an email will be generated, and a
space for comments will be available to let the
Provider know the reason for the claim batch
rejection.

AriZzona

ramning

Home Page

Agency ¥
Agency List b
GPRA Dizcharge Due
GPRA Followup Due
Facilty List
Staff List b
Staff Usage
Billing b

Payor Adjudication ¥
Claim Submizzion

Payor Claim Higtory

Heme Page

Contract Management b

Adjudication Batch List

ArizZona

nranming

REZEN Contract
Agency List b
GPRA Dizcharge Due Provider Agency

GPRA Followup Due
Facility List b

Staff List

Staff Uzage

Billing

Centract Management
Payer Adiudication ¥ 32
o
Adjudication Batch List| 28
Payer Claim History 28

Processing Status

Client:

Provider Claim Submission Profile

August 2008

Logout

| Awaiting Review

TP3 Contract Awaiting Review

TP2 Contract Awatting Review 0| Profile
TPS Contract Awaiting Review 0| Profile
TP Contract waiting Review 0| Profile

Claim Status : Awaiting Review SubmissionID: 32 Type : WITS
Contract Name : TP3 Contract Claim Count: 2 Service Count: 2
Total Charge : $500.00 Received Date ! 7/282008 Control #: 23
r Pre-Adjudication Results
Amount Service Count
Pay 50.00 0
Deny £500.00 2
4 Pend £0.00 0

r Administrative Actions
Accept Reject  Export Service List
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Section Five: VMS Reports

v Viewing Available Reports

The VMS offers several report templates that To view the reports:
can either be viewed on screen or exported into 1 E he H P lick h
an Excel file. . From the Home Page screen, click on the

Reports link in the left navigation menu. This will

The Excel file generally contains more data bring up a list of available reports.

information than is shown in the on screen 2. Click on the appropriate report name.
report, and these data can be manipulated.

3. Choose the report parameters.
The on-screen reports are useful for a quick

review of the information. 4. Three buttons provide action choices.

v On Screen displays the results in the current
window.

v’ Export creates an Excel spreadsheet containing

Remember: To export the information to an Excel
file, you must hold down the CTRL key until you
are prompted to either save or open the file
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Section Five:

VMS Reports

v" Viewing Available Reports

Category Report Name Report Description

Aging and Trial Balance Serves as both an aging and trial balance report. The aging portion quickly identifies the most delin-

guent invoices. The trial balance portion provides situational detail to support the aging portion.
Billi Authorized Services Details the authorized services for each plan. Some fields are only shown once.
g Claims Reconciliation Report enables providers to reconcile claims with paid invoices. Allows providers to determine

whether an invoice has been paid and find which claims have been paid on each invoice.

Contract Summary Shows transaction history, including date, type, ID, authorized amount, and expended amount for a
given contract in a given fiscal year.

Al-Access to Recovery Pro- | Gives the number of providers separated by treatment vs. recovery and faith-based vs. secular.

viders

ATR Clients Interviewed by | Shows the number of clients with at least one interview/assessment over historical weekly periods

Week based on the date of the interview. Also shows separate counts and running total of the clients in-
terviewed at FBOs and at non-FBOs.

ATR Interview Compliance | Shows the percentage of the compliance of the ATR interviews in a given time range.

Report

ATR Vouchers Issued by Shows the number of vouchers issued over historical weekly periods based on the date the voucher

ATR Week was created.

Monthly Client/Voucher Opens Excel spreadsheet containing client voucher summaries.

Summary

Vouched Services by Shows vouched services by agency.

Agency

Voucher Service Life and Displays the number of vouched units, vouched minimum and maximum amounts, and average

Cap length of voucher life.

Voucher Status Dashboard | Shows status of vouchers for a given agency.
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Section Five:

VMS Reports

v" Viewing Available Reports

Category Report Name Report Description

Aging and Trial Balance Serves as both an aging and trial balance report. The aging portion quickly identifies the most delin-

guent invoices. The trial balance portion provides situational detail to support the aging portion.
Billi Authorized Services Details the authorized services for each plan. Some fields are only shown once.
g Claims Reconciliation Report enables providers to reconcile claims with paid invoices. Allows providers to determine

whether an invoice has been paid and find which claims have been paid on each invoice.

Contract Summary Shows transaction history, including date, type, ID, authorized amount, and expended amount for a
given contract in a given fiscal year.

Al-Access to Recovery Pro- | Gives the number of providers separated by treatment vs. recovery and faith-based vs. secular.

viders

ATR Clients Interviewed by | Shows the number of clients with at least one interview/assessment over historical weekly periods

Week based on the date of the interview. Also shows separate counts and running total of the clients in-
terviewed at FBOs and at non-FBOs.

ATR Interview Compliance | Shows the percentage of the compliance of the ATR interviews in a given time range.

Report

ATR Vouchers Issued by Shows the number of vouchers issued over historical weekly periods based on the date the voucher

ATR Week was created.

Monthly Client/Voucher Opens Excel spreadsheet containing client voucher summaries.

Summary

Vouched Services by Shows vouched services by agency.

Agency

Voucher Service Life and Displays the number of vouched units, vouched minimum and maximum amounts, and average

Cap length of voucher life.

Voucher Status Dashboard | Shows status of vouchers for a given agency.
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